Sl Edit Display HReports

Annotations Special

Window

Mew class ...
OPEN a class ...
CLOSE this class

AL

SAVE class data
SAVE class as ...
REUERT to saved class
EHPORT student data ... P

#*5

Page setup ...

PRINT @ report ... F*EP
SELECT a print macro ...
MtG Preferences

ouIT 3#0

B Setting Up an Assignment

At last! You've done all the preliminary work, and it's time to get down to the business of recording and

analyzing your students’ data. Openinglaking the Gradédile (or continuing from th€lass Set Upportion
of the program) reveals the following “platform screen” for your gradebook.

|
Soph Eng/Per B81./5em 1/'98-99

The class’'s ([0 =] The Current
full archival Student To-
o ASSIGMMEMT MUMEERS————:] 1 2i 3i 4 5| & 70 & a 10| CURREMT .
title: =~ We AZS | GMMEMT CATEGOR|ES-: ‘ STUDENT ’ tals, Points or
strongly urge ASS | GHMENT UALLES TOTALS % For This
in. [l ASSIGHMENT WALUES————- b .
you to in — Assignment
clludewnhthe 1|Archer, Dennis E. H/R el toggle box
.CtaSS n.ar:;e Z|Bowles, Charles A. H/A =
its period,
acapdemic 3 [Chancel lar, James L. M/A
d 4 |Dickerson Michael R. MsA Class Roster
term, an scroll bar
year when S|Garcia, Eugene F. M/A
you save each 6|Glenn, Helen E. H/A
Ofytoudr'dli‘ss- 7|Gray, kKathleen R. HsA Assignment
€s 1o disk. 8 |Howard, Stacey E. M/A - Numbers &
FinD | ) I[+1 L [v][scorEs w] Rangescroll
Student ASSGHMENT TITLES FOINTS ITEMS %—FACTORS bar
Finder for »
“random
de entry” E Assi t
grade entry | Assignmen
and general 3 / Setup Infor-
r it- i
score ed [Tl Nl mation scroll
ing bar
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There are three ways to initiate the entry of an assignmeévialking the Gradgall virtually intuitive in
operation. Perhaps the most natural of the three methodditsktanywhere in an open assignment column
ortitle line in the gradebook screen. Or you can clicledit in the menu bar, slide down Assignments and
then selecADD an assignment The third option is the “hot key” choic€ommand + A

-A- or -B-
3 Lisgh Livg Par B L 10 -0 (=i} =] Display Reports Annotations Special Window |
' i : Undo 22 |
b Assignments ADD an assignment ...
T Students » CHANGE an assignment ... =T
r Setup Info b | DROP/UNDROP an assignment ... %D
Empty/Blank/Clear ... DELETE an assignment ... *E
Repeat Previous Score REPDSITION an assignment ... M
Repeat Score/Fill Column 3"
Cut %*H
Copy #C
= Paste U
e [ Tl T | aiimis w
C—— — —— — — 1 You may wish to commit these and otlnat key com-
El / mands to memory, for they offer the fastest method pos-
= sible of performing special functions.
K1 / []

Click anywhere in an open assignment column or line.

Once you confirm that you do, indeed, wish to record a set of scores, you'll be presented with thedirst of
assignment setup screetisr€e if you've activated the Spanish language option):

Type in theCategory Codehere (if applicabledr click on
|_ a line within the category box

If you wish, the date from thgystem
‘ ADDING ASSIGNMENT 1 | clockis displayed here. (SB#G Pref-
erencesto remove it.) The cursor is in
Title: | [e9/A8] the “insert” mode and will push the date
along as you enter an assignment title.
Category Code: Code Description g3
Click CATEGORIES if MAT | MATERIALS CHECKS 5.8
Ic It you —— forty characters maximum
wish to modify OR set SPL |SPELLING/UOCAB DED 18.8

AT | WRITING ASSTGNMENTS 15.0 Click here to bring in the setup informa-

ORL | ORAL PRESENTATIONS 10.8 tion for a single assignmente+ all

GRM | GRAMMAR EXERCISES 10.8 — assignments—from this or a different
class. Doing so will not only save you

COM | COMPUTER LITERRCY 10.8 time: It will ensure uniformity of dis-

Adding an Assignment SCREEN 1

PAR | PARENT NOTIFICATIONS 3.8 play and computation between classes
OFT | QUARTER FIMAL TESTS 208.a8 with the same lesson plan.

8.8

Click here if you discover an error in your category informatioi you wish to set up categories at this point.
ATTENTION! Ifyouwish to convertto a category-based grading system in “midstream,” we will support your
decision. However, keep in mind that in the conversion process we automatically assign all previously recorded
assignments the Code, Description, and Weight (if applicable) &ifsheategory in your list. That s, in the

above example we will temporarily affi*’AT andMATERIALS CHECKS(and its category weight) to all of your

“old” assignments. Of course, this means you must then append the correct category codes for all assignments
by hand, but such are the wages of changing one’s mind.
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Adding an Assignment SCREEN 2

Youdecide where each assignment goes in your gradebook. We

N

default to the next open column, but you may change this
number to place a set of papers somewhere back in the pack.

| ADDING AN ASSIGNMENT |

Assignment Number:

Assignment Ualue:

PREFERRED
METHOD OF
SCORE ENTRY:

(CHANGE to insert an assignment.)

points (Enter “8” if Extra Credit, “H® —
if Highest Score, and “+™ (/]
if only Credit is desired.)

Number of Items: (if different from points possible)

"H Factor": 4.888 (stored with each score entry)

—— @ SEQUENTIAL (in order from the gradebook)

{2 RANDOM (from a separate roster screen)

) RANDOM (also from the gradebook screen)

999points the maximum value allowed

SelectH” foranassignment's pointvalue,
and we'll assign it thighest score en-
tered in that column.

Choosé V" (entered with the “/” key) for
those activities which have gass/fail
done/not donevalue only. This score
and those under it have no computational
effect whatsoever upon students’ grades.

The “X Factor” is the multiplier ob-
tained by dividing the original number
of points possible by the number of items
graded on an assignment. In this ex-

ample, 100 points possibte25 assign-

[ﬁtancel [ BRI ] [ Done I mentitems =4.000NOTE: Ifyou need
to enter a student’s score with an “odd”
value, that is, on@ot a factor of four,

This method of score entry is perfect for those times press the delete key firsin the score
when you've already written scores in your grade- Important! cell (removing the X Factor), and then
book printout and can go straight down the column. enter the number you wish.
O Sample Gradebook (==
RANDOM ENTRY from the Gradebook ASS | GHMENT NUMBERS==-=> 2; 3 4 5| 6 7 8 9 10| CURRENT

ASS IGHMEMT CATEGORIES-: ‘ STUDEMT ’

ASS I GHHENT UALUES————- ¥ TOTALS
In the second method of score entry, the FIND 1|frcher, Denniz B ne i

. . . . . . Z|Bowles, Charles A. H/A
box is h|gh||9hted first. Entemy unique portion S E i e
of a student’s name, preReturn or Enter, and Py AT W
we’llimmediately move the cursor to the current 5|Garcia, Eugens F. H/A
assignment cell for that student. Then, enter the|| | 55lem, Helen B HeA
’ l 7 . H/A
student’s score, preBeturn or Enter, and we'll : E:::Pdm::;f:{ N::H
jump back to the F,IND box, awaiting another || =1 "> i T3 |[scones v
student name. You’'ll move back and forth, back [y —————— FOINTS ITENS %-FACTORS
and forth—until everyone has a scorgyou click 1 =
anywhere else in the gradebook screen, at which 2
time the cycle will be broken. 2 =
[« T I
- RANDOM ENTRY from the Roster
ODYSSEY: Books HHI-HHIU Quiz [11/22]
1. Archer, Denn 11. Ingram, Tho 21. Ogden, Kristi 31. Yoder, Jere |2 The third method of score entry is perfect for
2. Bowles, Char 12. .Jansn_an, Beve 22, 0'Grady, Shel %2 whadack, By those times when you’ve graded a set of papers
3. Chancellor, Jd 13. Jenkins, Lyn 23. Powell_Jr.,J %%, , R i
4. Dickerson Mi 14. Knight, Rebe 24. Raymond, Ca %+, and don't have time (or strength) to alphabetize
5. Garcia, Euge 15. Kosterman, 25. Rutledge, Mi %%, them. The entire class roster is displayed (in
6. Glenn, Helen 16. Lee, Tamara 26. Sampson, Eu %%, groups of 40, accessed with the scroll bar), and
7. 6ray, Kathle 17. Lewis, Jeffr EiL students'roster position numbersbring them
a8. Hnl.ue_lrd, Stac 18. Mc_Cann, M 28, 5t._James, L _f‘séé, down for score entry. A raw score is accepted
9. Huntington, ~19. Morgan, Don 29. Torrence, Jer 57, ] with Return orEnter, at which time the student’s
18. Huston, Step 28. Nuss, Timoth 38. Winston, Kri -4, - ’

What is his/her SCORE for Assignment # 227

[ Cancel ] [ Preuiuus]

For which STUDENT do you wish to record a score? 27. Smith

out of 158 Items

Dickie R. Smith's score SUMMARY: 132/150 Points = 88.8% =B

name goes back up into the roster and is dimmed
to show that a score has been recorded. A
summary of each previous student’s assignment
info is displayed at the bottom of the screen—
just in case you wish to record it in detail some-
where on the student’s paper.
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B Entering Students’ Scores

The GRADEBOOK

STUDENT data

CLASS data

ASSIGNMENT data

4
4
4
4

Today’s BIRTHDAYS ...

GRADING OPTIONS .

ASS IGMMEMT MUMBERS-——-: 1
ASS IGHMENT CATEGORIES-»| LIT
ASS IGMMEMT UALUES————- }ﬂ
1|ARCHER, DEMMIS E. ?
2|BOWLES, CHARLES A. a0
S |CHAHCELLOR, JAMES L. | 33
4|0ICKERSOM MICHREL R. ]
2 |GLASER, EUGEME F. 26
&|GRAY, KATHLEEH R. 27
T|HOWARD, STACEY E. =9
2|HUMTIMGTOM, SUSAM L. | 45
Q| HUSTOM, STEPHEM E. a3
10| IMGRAM, THOMAS L.
11| JAMSEH, BELERLY H. 43
12| JEMEIHS, LYMM T. =20
12| KMIGHT, REBECCH ..
14| KOSTERMAM, JASOM O.
15 |LEE, TAMARA C. 12
1&|LENIS, JEFFREY P. a3
17| Mzc_CAMM, MOLLY M. ExC
15| MORGAM, DOMALD T. a0
19| MURDOCK, GERALD J. 26
20|HUSS, TIMOTHY A. 27
21|0GDEM, KERISTI A. 26
22|0°GRADY, SHELLI H. 27
23 |POHELLJR., JOHH C. | DRP
24 |RAYMOMD, CARIE 5. 12
Z3|RUTLEDGE, MICHAREL S.] 24

N
(o]

So now that you knowowto set up an assignment, what's next?
A brief explanation of thgypesof student scores available to you in
Making the Gradgethat's what. As you can see, a bpeécisof the
following information and rationales can be found as on-line help in
theDisplay menu, but please examine this part of the documentation
with great care just the same. We offer a wide range of preset
evaluative possibilities in our prograneight different score en-
tries—but each option must be thoroughly understood to be used with
the utmostimpact. Of course, while you are free to define these scores
as you wish within your own classroom, keep in mind that their
computational values are permanently fixed and often extremely
powerful in their effect on students’ grades. Enough said? Then read
on, Macduff . . ..

m  Any positive WHOLE NUMBER (999 maximum): We're sorry,

but for ethical reasons we do not—nor will we ever—permit the entry of
negative numbers. It has been our experience nationally and internation-
ally that such scores pose serious legal problems, and we cannot philo-
sophically or ethically support their usage.

m  ZERO (0): We recommend that you use this score to indicate that

a student wapresentin class for an activity but earned no points for it.
These circumstances are relatively rare, of course, so this score’s appear-
ance should be a relatively unusual one in your gradebook.

m  INCOMPLETE (INC): This score has the same computational
value as 0, but we strongly recommend that it be utilized only when a
student isabsentfor an assignment’s instruction or on its due date. It is
entered from the keyboard with bor, better yet, by doingopthing at all

We automatically enter aimcomplete for any student who does not
otherwise receive a score, an open cell being left on screen and in your
hardcopy gradebook. By the way, you must use this score if you ever wish
to print aMISSING ASSIGNMENTS report for your students. ltis this
“empty entry” for which we will search your gradebook. (A mark of

(for Incomplete) will appear in all other student take-home reports.)

m EXCUSED (EXC): Used to “exonerate” a student from an assign-
ment, this scoreq on the keyboard) has no effect upon a student’s overall
grade (unless, of course, itis used to replaaxatingscore). Keep in
mind that a student possessing one or more of these marks will usually
have a different Total Points Possible (ina TPTS system) from those who
do not. When a new student comes into your class, EXC will be recorded
automatically for all prior assignments; likewise, EXC will be recorded
for allremaining assignments (up to the maximum of 320) when a student
is dropped from the class.

m  DROPPED (DRP): This particular mark cannot be entered from the
keyboard, for itindicates that a score was excused withibDR@P the

lowest gradesection of theSpecialmenu. It is identical to EXC in all
other respects, and we retain the original score “behind the scenes,” just
in case you ever wish to UNDROP it WREVERT to previous entry
(again, in the Special menu).



ASS | GHHMEMT MUMBERS———— ] m  TRUANT (TRU): We hope you're one of those fortunate teachers
ASS | GHMENT CATEGORES—:| L1T who never have to use this mark, butif you're like most of us, it will come
in handy when you require specific documentation of negligent atten-
ASSIGHMENT UALUES-——-- g = dance/academic performance. Entered withfilom the keyboard, the
26 | SAMPSON, EUGEME J. TrUl— option should be utilized only when a confirmeaancy has occurred
and an activity cannot—by state, local, or private regulation—be made
27| SMITH, UIEKIE R 43 up. Itis computed as a 0 in the student’s point total, but it will NOT be
28(ST._MARTIM, LESTER L| 48 counted against the class averémeghatassignment.

29(WIMSTON, ERISTIN R. | CHT M~

m  CHEATING (CHT): This mark, unfortunately, is needed in those

30| YODER, JEREMY D. 39 rare instances in which a student does not complete an assignment
21|GLEMM, HELEH E. s “unaided,” shall we say. Entered wittCafrom the keyboard, it too is

22| TOREENCE . KERE| A. - computed as a 0 in the student’s point total, but it will NOT be counted
= . against the class average for that assignment.

m V, v+, V- (CREDIT): Entered with a (/), (+), or (-) from the
keyboard or keypad these unusual marks are best used to indicate that an exeasisempleted, handed in,
experienced, etc., but no points were awarded. Itis anideal entry for participation in field trips and other such activities
which are valuable in and of themselves, but which are difficult to evaluate objectivgipjectively.

®m Changing an Assignment

Display Reports HAnnotations Special Window
Undo %2 |

Assignments
Students 2
Setup Info »

ADD an assignment ... %A
CHANGE an assignment ...
DROP/UNDROF an assignment ...
DELETE an assignment ...

REPOSITION an assignment ...

Empty/Blank/Clear ...
Repeat Previous Score
Repeat Score/Fill Column 3"

Cut #H
Copy #®C
Paste #U

Actually, what we're talking about here is editing #etup information for a previously entered set of
scores. You may change any assignmditles its category(if applicable), itgposition in the gradebook its
value and/or itsX-Factor—and you may initiate the process in either of two ways:

0 =-———Sample Gradebmmk =———FI1H
ASSIGHMEMT MUMBERS-———:| 271 28! =20l 30| 31 32l 33 34 36|  CURRENT . . .
ASS | GHMENT CATEGORIES-»| LIT, FAR; SPLI OFT| ORL LITILIT NHTﬁ_ 4 =TueEnT P Option 1: Click anywhere inthe
ASS IGHMENT UALUES——-—- »| S8 25 30 1sz] S0 100] ¢ 100 200 TOTALS assignment column you wish to
1|Archer, Dernis E. 44i 250 23 121[DRP. 78] + | B- 76.4=C || =] edit (thus selecting it) and then
2|Bowles, Charles A. a2 20/ 8| 20 V0. & C 1Z0 61.5=0 |[= access the menu and submenu
mChuncel lor, Jomes L. | 42i ORF; 23] 163 40; 86; o+ C+ 82 25.0=E Shown above.
4|0ickersan Hichasl R. 29 230 27136 430 V8 1 B 120 22 .6=B
S|Garcia, Eugene F. w25 Z9iUOF| 40: 72 i B- | 164 75.7=C
6|Glann, Halen B. ExciExci 2ol 164|ORP! 26 o+ A 172 a0 9=A-
?|Gray, Kathleen F. 30 25 30 35 72 o O+ 70.5=C-
2|Howard, Stacey E. ORF 12 152| 40 20¢ « B+ 156 PR |y Option 2: Even easier! Click
Fino [ I il » ][ scores w | anywhere here on the line of the
ASS | GHMENT TITLES FOINTS ITEMS ¥-FACTORS assignment you wish to change,
24iCOMPOSITION 1: The Mature of Man [10/281 | 100 100 1.000 EI and we’ll take you directlyto the
[QURRTER |: Spelling Final Test [10/281 1 200 | 100 | 2.000 —f= two Assignment Setup screens
i bt described earlier.
[« [if ]~
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Here's a handy feature (and one that a
pears intwo places). If you're careful to
record assignments chronologically in you

O
1

| ADDING AN ASSIGNMENT |

=

Assignment Number: (CHANGE to insert an assignment.)

gradebook and then discover that you'v . . v e
laced one out of sequence. we rise to the Assignment Ualue: points (Enter “8” if Extra Credit, “H
p q ' if Highest Score, and “+" (/)

rescue. You may change the number of any if only Credit is desired.)
assignment here (or with tREPOSITION Number of Items: (if different from points possible)
an assignmenbption) and it will automati-
cally move to the new spot. Keep in min
that you may not move an assignment to|a
positionbeyondhe number of assignment PREFERRED @ SEQUENTIAL (in order from the gradebook)
currently recorded; that is, you may no METHOD OF
move Assignment Number 7 to Assignmerjt ~ SCORE ENTRY:
Number 20 if you have recorded only 1 ) RANDOM (from a separate roster screen)
assignments thus far. No such gaps are
permitted, OK?

D

"H Factor": 1.8808 (stored with each score entry)

(2 RANDOM (also from the gradebook screen)

Cancel ] [Preuiuus] [ Done ]

B Dropping/Undropping an Assignment

Display Reports HAnnotations Special Window

Assignments ADD an assignment ... ¥A
Students » CHANGE an assignment ... T
Setup Info » DROP/UNDROP an assignment .3

DELETE an assignment ...

Empty/Blank/Clear ... n
REPOSITION an assignment ... M

Repeat Previous Score
Repeat Score/Fill Column 3"

Cut #H
Copy #®C
Paste #U

Here’s a wonderful new “Mac-Improvement” over our flagship progr@nade Busters 1/2/3 With
Making the Gradgou now have the ability irop—temporarily, or for as long as you wish—assignments from
your gradebook. The process is virtually identic&@topping Students(more about that later), but it gives you
the ability to recompute and then display/print a class’s performance with, say, that really hard exam you gave
last weekemporarily disabledHere’s
| DROPPING AN ASSIGNMENT | how the “what if” feature works:

Please select the ASSIGNMENTIS) you wish to DROP for now. 1. Click thecheck box(or anywhere else
They will be remu_ued from all computations until they are on the Iine) of any assignment(s) you wish
UNDROPPED/reactivated. . . . .

to disable for the time being. We display
assignment numbers, titlesnd values to

lalue

setup information and student scores for
each assignment are stilsplayedbarely)

Cancel | [_DropfAn | [ undropAn | | 0K J on screen, but they anet included in any
calculations for students or the class as a
whole. Now, any time you wish tindrop or reactivate one or more of these assignments, all you must do is “unclick”

the above check box, and it's alive and well in your gradebook again. Sound simple? Itis! And it's ideal for those times
you wish to show a class or students how they were dwifggethe most recent unit, during a specific week, or the like.
There’s no harm possible with this feature—no data can be lost—so use it freely.

||z 1| Author ldentification Exercize  [09/07] A E : . :

O | 2| PRETEST: Spelling/Uocabulary Dev [09/071 | « |I= aid you in the selection process.

O 3| Spelling/Vocob Unit 01 Homework [09/08&] 41 .

O | 4] Seelling/Vocabulary Unit 01 Quiz [09/12] | 45 2. ClickOK andyou'llreturnto the grade-
O 5| Spelling/Vocab Unit 02 Homework [09/13] | 58 book screen, where you'll notice that all
O 6| Moterials Check 1: Lord of Flies [09/14]1 | 18 pertinent data for the assignment(s) you
O [ 7| spelling/Uocabulary Unit 2 Quiz [09/16] | 58 selected have been grayed. That is, the
O 8

Spelling/Uocab Unit 03 Homework [09/19] 36

Kl
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B Deleting an Assignment

Wiplay Reports Ansaiatiens Specisl Winsaw |

AN an asvignmend .
Abmdinly r CHANGE an assigaimes ...
Aetup Imin k DADF UMDRIF sa assignmend ... 8

Ermi iy Blesk Tiear ..

xE

= REFOSITION g asisqnmend .. bt

Bepesd Fresinus fcare

Repies] Sobea Fill Colemin K-
[ E- ]
Lapiy WL
Fasie XN

This feature is almost self-explanatory. If you've ever recorded an assignment and wished yowhi&dn't,
you've ever been so tired that you accidentally recorded the same set of papers twice, you'll be happy we included it
in Making the Grade The process is simple and consists of only two steps:

1. Step one in deleting an assignment is to type |ts [DELETING AN RSSIGNMENT |
number in the box provided and then pré&sturn or
Enter (click OK). If anumber is already presentin th
box when the screen is displayed, that's because the
cursor was in that column when you selected the option.

11

Delete Assignment: (Change this number to select
a different assignment.)

Spelling/Vocabulary Unit B85 Quiz [89/38] |

|
2. Once you've chosen the assignment you wish V

“obliterate,” we'll display its full title to confirm its fire you absolutely SURE you wish

to delete the above assignment?

identity and then ask yoane more timéf you really (There's no UNDO available here!)
wish to take this most drastic (and irreparable) of
actions. If your answer is in the affirmative, we'l

! Cancel I 0K II

return you to the gradebook screen, whereupon you'll
see that the errant set of scores has disappeared and+that
all of your other assignments have moved one column to the left to fill theW&RNING! This is one of the very few
operations that cannot be undone if the class is saved to your data disk. If you have any doubts whatsoever about destroying
an assignment, please procrastinate.

B Repositioning an Assignment

Wipay Regarts  Anedlabisns Specisl Winsaw |

AN &0 assignment ..
EHANED an ascignmes| ...

Sbedenly ]

RENE

detup el F | DADFAUNDEDF &% a5dsgnment ..
NELERE an axxi el ..,

Emgly/ Mk Tlear ...

Hapesi Previous Soarm "
Bepesl Sopre Fill Colemn -
LATL] wE
Lapy =L
Fau'le wp

Once again, a handy feature for those times when you need to
REPOSITIONING AN ASSIGNMENT | tidy up the old gradebook a bit and, yet, don't wish to exhaust
yourself doing it. The process is elementary, as usual:

MOVE:  Rssignment Number 1. Enter the number of the assignment you wish to move to a
differentlocation, and we’ll confirm your choice with its full title.

LORD OF THE FLIES: Reading 0z 5 [18/18] |

2. Enter the new position you wish this assignment to occupy,

T0: Rssignment Position earlier or later in your gradebook. Make sure this latter number
isnot greaterthan the number of assignments currently recorded,
[(cancel | [ o0k | for that request will most certainly be denied. (We permit no

unused columns or lines in your gradebook, you see.)
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B Changing the Roster: Adding Students

mﬂisplag Reports Annotations Special Window

Undo

®Z

Assignments

Students
Setup Info »

Empty/Blank/Clear ...
Repeat Previous Score
Repeat Score/Fill Column %"

ADD students ...

DROP/UNDROP students ...

DELETE students ...

TRANSFER the selected student ...

Cut #®H
Copy ®C
Paste U

If you've been keeping student records by hand for any length of timéyabie be one of your most

enjoyable (?) tasks: adding a new student to your roster once it has already been set up and “neatified.”

Nevertheless, we trust we’ve made this chore as painless as possible. Witness below:

o= Earupia G F#| Click on an
g = g - FALAY, il'e i i sl up yaoer class reaferd
R W T R LT LT T B ¥ empty student Plisane wirel g sludens Bece, LR RS
- T o — . f " FRENT. (AT ppssy te 6 arir ceig BF1Dm -
- =S l'|' —— ; — :: I_.h ; = I|ne| and we'll mnl"'l"]-"'l‘h-' ALTER moces in 0 aewe bred
TGN, by o '_' o M B ot . =l i take you di- EETT =T LB n Erawp GrE O dipeari
e L - rectlytotheros-( WLetuems Frdneme Mamber Seu e S . o,
o= = e > = = .. tersetupscreen P ;'-nrlpmn. |Eugeres & E-I-H-I-Iu m.'il:ﬂi'- 11 . [ 1 [ p—
FE AL ke K BrA=a55%500 F |[5=1081 |1
AN LCARL | W 10 oW T | & ‘There you Ca"n _"_ju i '_l_.-|.|rr L j.-|.- e un_'uj-. 11 :| L ]
ek mrrm | = AL - doyourthing,” | #s.[famere. | swrmy 0 |s7a-420-538 4 |3 1m0 | 1 Tenzwl
l | Il +] sowms | andthe usual red s [Wissios, Enasn k. M4e-sesael s |
- - L 51| ee derein) L |B57=100-240 M [5=100 |1 —
0¥ TR LS ra e = Em | © strictions for [ o |
__I. ,:_” - -1. - - : :_ : enrolling stu- -,1_: I lers-amt-an%| | IS —
1 1| dents apply. (:T5F ] el )

B Dropping/Undropping Students

mnisplay Reports Annotations Special Window

Undo *®Z

Assignments »

Students 2| ADD students ...

Setup Info » OROP/UNDROP students ...

DELETE students ...

Empty/Blank/Clear ...
TRANSFER the selected student ...

Repeat Previous Score
Repeat Score/Fill Column %"

Cut *H
Copy #C
Paste S This process is so easy and intuitive that it really needs no

introduction. However, and for the record . . . . We define
DROPPING A STUDENT as retaining all of his or her
) ) ) records in the gradebook, but dimming (graying) them and
Dropping (undropping) students is easy! . I . . h . f
Just check (uncheck) the bo next to each excusing all remaining as&gnmt_ents (up to the maximum o
applicable name and “EX” will be recorded 320). The student’s grade will stay the same for the
(removed) for any remaining assignments. remainder of the grading period, of course, for EXC will be
Drop or student 1.D. Group Moue DROPPED recorded automatically on that line for all unused cells.
Undrop Name Number Code @ student(s) to Should you ever wish to UNDROP a student, we’ll remove
O{archer, Dennis E. 829-558-435 |5-18JE %‘ end of roster. the additional EXC scores, and you can then decide what,
[J| Bowles, Charles A. 659-783-983 |5-11F g:uh:)lg[g‘lﬂ;!e if any, work he or she should make up.
| chancellor, James L. 685-836-983 |5-18E Odenus] stu-
g Dickerson Michael R. | 957-865-627 |5-18BE Notice the option! If you're a true “neatnik” (and proud of
Garcia, Eugene F. 393-877-961 |5-16. it), you'll appreciate this feature. Click here and we’ll take
| 6lenn, Helen B. 124-282-298 |5-18BE L " .
all dropped students out of their original positions in the
CJ| Gray. Kathleen R 374-851-489 15-10CF roster, alphabetize them, and place them at the bottom of
| Howard, Stacey E. 313-489-265 |5-16F -m th 't P tof h L g ¢ i
| Huntington, Susan L. 858-438-934 (5-18CE |([+] e roster out o _arm S way. ( esure 0 exa er
encesunder the File menu for more options here.)

w
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B Deleting Students

mﬂisplag Reports Annotations Special Window
Undo ®2
Assignments »
Students
Setup Info

ADD students ...

DROP/UNDROP students ...
DELETE students ...
TRANSFER the selected student ...

Empty/Blank/Clear ...
Repeat Previous Score
Repeat Score/Fill Column 3"

Cut *®H
Copy #C
Paste #D

WARNING! This is one of those rare functiondvlaking the Grad¢hat may truly be labeled data destroyers.

That is, if you choose to utilize this function as intended, youpeitnanently eradicate information recorded

for one or more of your students. As you may have inferred by nodg wetrecommen@®ELETING a student

from your gradebook until you desperately need the space, or are somehow positive that you will never need such
data again. Keep in mind, though, that all too often Johnny leaves on Friday to go live with his father in three states
away—and then shows back up at his desk Monday morning. True?

As an additional precaution against accidental erasure of this vital information, we require EHDRastudent

before you mapELETEhim or her from your records. We realize this second step may appear to be cumbersome
and unnecessary, but it's our way of trying to save you from yourself on a very bad day.

Ehoum belpe pre off {hage viudenis wha As always, the DELETE function itself is quite simple—
have heen DRNPPEE prewmuzly From Dl . . .
Elun, Chitk 1he BPHFGEHENS S b6 - dangerousbut simple! All you must do is click the check box
| Iwie dhat sbesesiy dafa PURMANERILY, next to the student you wish to remove from the gradebook, and
e ot - e Voila! All of that person’s personal and academic information
SEudent Mame ___ Sumber [ode is earmarked for the trash bin. Of course, no data will be
L |Huston, Slephen 0, |533-a60-m07 |5-100 | destroyedfor real until you save the class to your hard drive
[} |denkins, Ly | SRS-A0S-BFY | S5-180 or data disk.
O FMurdock, berald d, 1Z2-TN9-31F |5-18K
o I (eenesr) |
Lf | ™\ NOTE: Should you have a last-minute change of heart
L [ Done | anywhere in this process, click tBancelbutton, or click the
(m ; e
- 1 appropriatédelete Studenttheck box a second time—and all
t 4 | student information will remain untouched.

B Transferring a Student

mnisplag Reports Annotations Special Window
Undo ®2

Assignments »

ADD students ...
Setup Info b DROP/UNDROP students ...
DELETE students ...

Empty/Blank/Clear ...
Repeat Previous Score
Repeat Score/Fill Column %"

TRANSFER the selected student ... |

Cut ¥H
Copy %®C
Paste £l

In twenty-three years in the English classrooms of Colorado Springs, | found this task one of the most
irritating and time-consuming duties | had to perform as a teacher—but no more. No longer must you wince at
the sight of a counselor with schedule change in hand and child in tow, for moving students (and their often
voluminous records) between classes is how quick, easy, and smavtakitig the Grade In fact, those are
the three choices available within the function: You may copy a student into another class with only his or her
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setup information@QUICK ), with all Gradebook
and Daily Record data but with no checking fq
compatibility EASY), or with all Gradebook and
Daily Record data, carefully matched for compa
ibility between classeSMART). As you can tell,
we recommend this last option if you move
student’'s complete data base into another cla
rest assured we will alert you to any significay
differences between filesto select a student to
be transferred, click on one of his or her scores—
or click on a name in the main gradebook

roster—and proceed at will.

| TRANSFERING A STUDENT |

The $tudent: | Chancellor, James L. |

QUICK Transfer — We copy this student’s setup informa-
tion (only) into the class of your choice.

EASY Transfer — The “slam dunk™ of student information
{3 relocation! Gradebook and Daily Record data are moved
to a new class—but IWTHOUT checking for “specifics.”

SMART Transfer — The “look before you leap” option of
@& moving data! We compare all class setup and assign-

ment information AND alert you to their differences.

[Eancel] H 0K ]|

Transfer RULES AND REGULATIONS

1. Transferring studentioes notdelete their data from the original class. That function remain
separate (and is much too dangerous to be performed without additional confirmation).

2. Students cannot be transferred into another class ifid@iesor student numbersalready
appear there. In the case of duplicatster position numbers (“Student Number 1),

students will be given the next available number and placed at the bottom of the roster.

Students cannot be transferred into another class if the roster is already full (contain
80 active and/or dropped students).

Students cannot be transferred into another clagsa@gandSmart) if the Gradebook’s

assignment categories, annotations, or Daily Record categories do not match. (Categ
do not have to be in the samler, but theymustbe there somewhere.)

“Alert!” messages will appear (iBmart) when minor differences exist between classeg
(variances in grading scales, assignment setup info, and the like). These may be overri
if you wish, and the transfer process may be continued to its conclusion.

ng

ories

dden

B Changing Setup Information

mnisplag Reports Annotations Special Window

Setup Info

Undo ®2
Assignments »
Students »

Empty/Blank/Clear ...
Repeat Previous Score

Repeat Score/Fill Column 3"
Cut #H
Copy #C
Paste L

TEACHER information ...
CLASS information ... »
STUDENT information ... #K

You will find that this is the onlgactivemenu option until you open a class’s gradebook or initiate setting
up a new class. However, if it ever becomes necessary to change the information you previously entered for
yourself—your professional name, your current school assignment, your telephone number (and/or
extension), or pass code-this is the path to do so. You will be re-presented with every screen you have seen

before, with one notable addition:
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Before we will permit you (or any-
one else) to examine and edit this par-
ticularly sensitive information, we will
always ask fo¥ OUR private password
one more time. Should you ever forget
your entry code tdMaking the Grade
and be denied access to the program, fret
not, for there are two remedies available
to you:

Macintosh&
Uersion 7.6

Jay Klein Productions, Inc.
@1991-99 All rights reserved.

Please enter your password:

[Coner

NOTE: The above redundancy in password entry is for your protection,
please pardon the extra work. Also, keep in mind that we treat upper and Ig
case characters the same here, so you can ignd®&Ith€ key completely.

The setup info you wish to edit is very sensitive,
Please enter the PASSWORD now to confirm your
authority to make such changes.

1. Return the Program Disk in ques-
tion (with the usua$5.00postage and
handling fee), and we’ll remake ar
“freshen” your diskette with our most
recent version.
s#. Call us at(719) 599-8786as soon
veer we hear your adult voice, we’ll pr
vide you a “back door” to the prograr

=1

mnisplag Reports Annotations Special Window mﬂisplag Reports Annotations Special Window

Undo 2 Undo w7
Assignments 3 Assignments »
Students 4 Students 4

Setup Info

TERACHER information ...
CLASS information ...
STUDENT information ...

Setup Info TEACHER information ...
CLASS information ...

STUDENT information ...

Empty/Blank/Clear ...
Repeat Previous Score
Repeat Score/Fill Column 3"

Empty/Blank/Clear ...
Repeat Previous Score
Repeat Score/Fill Column %"

K

Cut #H Cut ¥H
Copy #C Copy #®C
Paste U Paste AL

You've seen all of these setup screens before, pf
course, so just as a quick reminder, you may edit anyfor
all of the following information and choices:

Likewise, this section presents some very familiar
items—that is, if yopersonallyentered your students’
setup information. (We've always envied those who
enjoy department secretaries and paraprofessionals,

1. The classTITLE, DAILY MEETING TIME, studentaids, teaching interns, spouses, responsible chil-
andACADEMIC TERM dren, and magic wands.)
2 STUDENT NUMBERING SYSTEM Roster You may edit any or all of the following data:
Position Numbers, Your Own Creations, or
Making the Grad&lumbers STUDENT NAMES(noDROPPINGorDELETING
students here, howeverTUDENT NUMBERS
3. CLASS GRADING SCALES (again, no deletions)STUDENT SEX GROUP
CODE, GRADING SYSTEM,; CITIZENSHIP
5. GRADING SYSTEM Total Points, Total STREET ADDRESSCITY; STATE ZIP CODE
Points/Categories, or Categories/% Weight BOOK NUMBER, LOCKER NUMBER BIRTH
DATE; HOME OR WORK TELEPHONE NUM-
6. Student ScCorANNOTATIONS BER; andCUSTOMIZED FIELDS 1-10

Our only admonition here is that you apprecia You'll notice that wedo permit positive changes to

your students’ delicate sensibilities when you edit th
information. That is, changing 92% in your gradin
scale from am\- to aB+ in “midstream” may prove to
be a traumatic logical and emotional adjustment f@r

your class roster at this point—that is, you may enroll
NEW STUDENTShere as well as in tWeDD a Student

section. All such additions to your class will receive the
usual “EXC” for assignments entered prior to their

your charges. Once students have seen the above if§fo, enroliment and will have a grade of “N/A” from the

it's best to keep changes as few as possible.

onset.
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B Gradebook Preferences

TN tdit Display Reports Annotations Special Window

New class ... #N
OPEN a class ... ®0
CLOSE this class A1
SAVE class data S

SAVE class as ...
REUVERT to saved class

EHPORT student data ... »
Page setup ...
PRINT a report ... #P

SELECT a print macro ...

M1G Preferences Calculating INC Scores ...

Including date in assignments ...
Positioning dropped students ...
Printing color/bw reports ...
Printing/displaying seating charts ...
Printing on scanner answer sheets ...
$hading Gradebook and Daily Records ...

FewMaking the Graddeatures have been more teacher driven than the seven preference options shown
above. The first three of these proffer customizing choices for the Gradebook only; the remaining four focus
exclusively upon printing options and will be examined later.

Calculating INC Scores: This option also appears ag

the third item under the gradebooBpecialmenu, and Please indicate below how you wish to
R . i i calculate INC (Incomplete) assignments:

the function is identical from both access points. A
teacher of Drivers’ Education begged us for this prefar- @ Calculate INC as Incomplete. (INC = 8%)
ence, for it was his practice to set up an entire Semester's 5 caiculate INC as Excused.  (INC = EHC)
bank of assignments and let students comgletm at Select this option if you wish to evaluate

H i 1 i ONLY those assignments which have been
th_e_lr ow_n pace. Wlth(_)ut the (_)pt_lon at rlg%w_,eryone Wa§ completed at any given time.
failing his classes until well within the grading term. With
Incompletescounted aExcusedscores, however, grades -

reflected only the work completed to date!

Including date in assignments: The first time you
add a new set of scores to a class’s gradebook you Will ) ) )

. - Do you wish to include automatically the system
discover that a bracketed date already appears within{the  ¢jock’s DATE [9/89/97] in each assignment TITLE?
assignment title box. (That “time stamp” is taken directly
from your Macintosh'’s system clock; ifitis incorrect, you (3 Do NOT include the DATE in each title.
must access tHaate & Time control paneltoresetit.) As
you can see in the window at rigiiaking the Grade——
comes from Jay Klein Productions with the date alreafly
displayed within the title field, but it remains your optiof (C-el ) w
to do away with it forever.

@ Yes, DO include the DATE in each title.

Positioning dropped students:Early in any grading

period students come and go from official class rosters Please indicate below what you wish us to
. . . . . do with DROPPED STUDENTS when you sort
with alarming regularity. Adding, dropping, and thep your class rosters.

deleting their names from one’s gradebook can make that
document look like a battlefield . . . without this featurg—

If it was your original preference to move dropped stu
dents to the bottom of a class roster, this optionk&gip (cancel | [ 0K ||
themthere if you alphabetize or restructure it in the futute.

#® Always move DROPS to bottom of roster.

(2 Alphabetize DROPS with rest of class.
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B Miscellaneous Features and Tips

There is usually more than one way to skin a cat, ankiking the Gradehere is a second, behind-
the-scenes way to edit individual student setup information.

Click here on the student whodame, Stu-
dent Number, Group Code, Citizenship
Mark, Grading System, etc.,you wish to
change—and behold! A “pop-up” windo%
appears in the student score area, ready
any changes you wish to make.

Of course, if you wish to change setup infort
mation for only one or two students, thisis th
perfect vehicle with which to do so. How-
ever, if you have a massive amount of editing
to do (thanks to the latest administrative fiat
changing everyone’s student numbers, fg
instance), you may wish to choose Ewit/

Setup Info/STUDENT information option

140}

(@)

Sample Gradebook

ASS | GMMEMT HUMBERS---——:] 27 28! 29{ 30| 31i 32 33 34! 35| 36 CURREHT
ASS | GMMEMT CATEGORIES—:| LIT: PAR: SPL: OFT| ORL: LIT: LIT: HRT: OFT < STUDEMT ’
ASS | GMMENT UALUES——— | 58P 25 30: 182 30: 100; « : 100; 200 TOTALS
M1 [frcher, Derniz E. 1

5( 1|Aircher, Dennis E. Student Name |Chancellor, James L. B
'IZEIDLUIES, Charles A. I E

Student 1.D. 685-836-983

| 3|Chancel lor, James L. |
i 4 |Dickerson Michaz| H.i Group Code 3-18E
! S|Gorcia, Eugene F. N lcit Mark SAT

| &

Glenn, Helen B.

Grading Scale 1

|

!
|
Gray, Kathlesn R. I

L2 Howard, Stacey E_ _|

[Eancel] [ Prep ] [ Next ] [Transfer] [ Done ]

in the menu bar. It presents these data

tabular format for more students at a time a T
JilloE

is specifically designed for bulk editing.

ASS | GHMEMT TITLES FOIHTS |TEMS X-FACTORS
4 COMPOSITION 1: The Mature of Man [10/28] 100 100 1.000 n
n 25 0UARTER 1: Spelling Final Test [10/28] 200 100 2.000 E
36 :

What IS That Little Thing?

Carefully examine the sample gradebook screen below, specifically the lower right corngrFaGIEOR
column. You'll note that Assignment 35 has a stored multiplicative fac@006D*—but what is that asterisk
doing there? An excellent question, we think (followed by an excellent answer, we hope).

You will note that Assignment 35P0DINT VALUE s 188 and that the number of items onthe testis 100. Now,
our more mathematically astute colleagues might say at this point, “Then should¢EA@TOR for this
assignment be 1.88 instead of 2.000®r response to this well-put interrogative is, “Yes—and No!” (How about

that for first class vacillation?)

why the asterisk appears next to SOfFRACTORSand not others.

If you will but follow this simple, and true, tale from the classroom, you’ll see

O sample Gradebook BHE THE SCENARIO:
ASSIGHMEMT HUMBERS——--:] 27V 28; 20! 30| 31f 32 33 34Eﬂ CURREMT H H
ASS |GHMENT CATEGORES—:| LIT: AR SFL OFT| ORL; LIT! LIT; WRT: OFT o sTucenT P Whenl| recqrded this aSS|gnmentfor mySopho-
RS |GHHENT URLUES---—-»| 581 25¢ 30 192] S0i 100 /100 158 TOTALS more English class, | entered students’ raw
1|Archer, Dennis E. 44 250 23 121|DRP: 96! i B- 76.4=C |(=] scores from a multiple-choice answer sheet of
2|Bowles, Charles A. =22 H 20:0E8| 20 0 Wi C ;120 51.5=0 = 100 items. Because we had Worked SO Iong
42: ORP; 23: 1683 40 26 C+ 82 26.0=B . .
MR[cherce 1or, vanes L. YE and hard on this material, | wanted the test to
4|Dickerson Hichael R.| 33 23; 27 136 43 78 « . B ;120 22.6=B . . )
S|Garcia, Eugens F. 2 25 200087 400 72 B 164 75.7=C carry a weight of 200 points; therefore, the
&|6lenn, Helen B EXCi EXC, 29 164] DFP] 86i/+ A | 172 o0 0=A- original X-FACTOR for the assignment was
7|Gray, kathlesn B %8; 25 %0 R e e | determined by dividing 200 by 100—and 2.000
Zlouord, Stocew B | 19, 152 40 s0 v e+ 15| | 7o seer [+ resulted. | later found that the test contained a
FIND SCORES W “ "o .
I |« L | | few “flawed” items (six to be exact), and |
ASS IGHMENT TITLES FOINTS ITEMS X-FACTORS .
34§CDHPDSITIDH 1: The Hature of Man [10/221] 100 100 1.000 n threW them OUt’ Changlng tIWINT VALUE
QUARTER |: Spelling Final Test [10/281 | 200 i 100 | 2.000% E of the test to 188. At that point the program
; B asked if | wished all students’ scores to be
[«Tul [*]| adjusted commensurately. Because a few stu-

dents had yet to take the test, | warkesir raw

scores also to be multiplied by the original 2.000 factor, so | responded “No.” The star was then added to show fledt | modif
the setup information for the assignment, and yet wished to maintairigiveal Points to Items ratio (instead of 1.88).
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Emptying the Gradebook

At the very end of the Gradebook portion Making the Grade's
documentation, you'll find the section titled “Starting A New Gradir

Period.” This segment details three of the most common—and |
dangerous—methods for beginning a new grading term. We heartily eng
all three of those protocols, for none involves the eradication of existing g

Undo HE
Assignments »
Students »
Setup Info [ 3

data. However, the fourth “begin anew” sequence atdiggs and for that™
reason we urge extreme caution using it.

If it's your preference to purge an existing class of all assignment ¢
and start afresh with that same file, this is the feature for you. Howeve

Empty/Blank/Clear ...

Repeat Previous Score

the warning screen at right explains, emptying a class file of its record

means the loss of that information forever, with no ho
of its recovery. For this reason we long held serio
reservations about implementing such a feature, des

then forgetting to save the filander a different name

Repeat Score/Fill Column %"

Cut HH

Copy ¥C

Paste 3D
WARNING!

many requests to do so. It was our humble opinion t
the potential downside of the option outweighed i
potential benefits . . . but here itis, just the same. Ple
do remember, however, that forewarned is forearms

You will lose ALL assignment setups and scores for
this class if you continue here. You MUST save this
class as a NELWU file to preserve your previous data!

Always think twice and thrice when utilizing this option
at the end of a marking period.

Duplicating Student Scores

Speaking of features high on thBG request list, the famouSrade
BustersDITTO function is in! Whenever you wish tepeat a student’s

grade (inNEW ASSIGNMENTor generalEDIT mode), press theor "
(apostrophe/quotation marks) key to the immediate |6REGFURNoON the
keyboard. That score—whether it be numerical, alphabetical, or symbol

Coance ]
Undo #E
Assignments »
Students »
Setup Info [ 3

will be duplicated automatically with each press of the key until a new s
is entered. Then, of courgbat score will be repeatedOTE: When
entering a brand new set of scores into your gradeboolQITEO key
defaults initially to the maximum value of that assignment. (We hadto h

Empty/Blank/Clear ...

— Hepeat Previous Score
Repeat Score/Fill Column

somethingesident there, you see.)

To fill down all remaining score cellswith the same grade, presm
Undo

Command + " and behold! All marks from that point to the bottom of t

class roster become duplicates of the previously entered score—rega
of what may have been there beforehand. (This featemsvritesall scores
below it with the DITTO value, you see, so do be cautious with its use

Cut 3H
Copy ¥C
Paste #U

;2
Assignments »
Students [ 3
Setup Info [ 3

ANOTHER KEYBOARD TIP: ThePage UpandPage Down
keysare fully functional within the Gradebook, Daily Record, and
Seating Chart modules. They automatically scroll the screen at

Empty/Blank/Clear ...
Repeat Previous Score

Repeat Score/Fill Column L&

Cut

Copy
Paste

least eight names in the Gradebook and Daily Record, and one row|

at a time within the Seating Chart. (Anything we can do to save
time and mouse clicks, you know . . . .)
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